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TO BE FILED WITH FPM SUPPLEMENT 296-33
(;_,) 1 October 1988 TPR 296-33

Subchapter 1. Introduction to the Guide to Processing Personnel Actions

S1-4. Use of Codes.

c(ADDED). Agency 900 cofles are listed in Figure 3-3(ADDED).
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Subchapter 3.

S3-3., Instructions.

f(ADDED).

procedures should cover:

(1)

(2)
(3)

NOTE(ADDED) :

TO BE FILED WITH FPM SUPPLEMENT 296-33
TPR 296-33

How to Complete SF 52, Request for Personnel Action

Each SPMO| must develop procedures for the use of SF 52. These

Instructions on completion of Part I of the SF 52 by

supervisors/managers, including the requirement to identify the
level of spcurity clearance needed to perform the duties of the
position..

The routing of the SF 52 prior to receipt in the SPMO.

Responsibilities within the SPMO once the SF 52 is received.

~Block A, Part III should be used to verify internal position

control, cllassification, and placement/employment. Block C,
Part III should include X-118 standards for competitive service
positions and NGB/State qualification standards for excepted
service positions. Grade and series must be listed for which
qualified. SF 52 information must be coded by the Personnel
Management Specialist(s) responsible. This coding represents a
technician’s career and is not an administrative function.

When determining nature of action codes and nature of actions,

the word 'Agency" means Department of the Army (Army National Guard) or
Department of the Air Force (Air National Guard).

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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TO BE FILED WITH FPM SUPPLEMENT 296-33

1 October 1988 TPR 296-33
Figure 3-2. How to Complete Part II - For Preparétion of SF 50
Block 3 When to How to
No. __(See Note 2) Complete Complete
7 Position Title ani Include the position
Number ‘ description control
number (MPCN/PDCN).
All alpha/numeric
codes will be shown,
e.g., F4325000A.
15 Position Title and Include PDCN as
Number required in block 20.
73 Veterans Preference Enter "N/AY
45 a. Must also be completed
on appointments of
technicians in
Tenure Groups 3 and 0.
51 a. Must also be completed

on appointments of
technicians in

Tenure Groups 3 and 0.

PART F Remarks ror
SF 50

May also be used to
document the numeric
authority codes found
in the TPR 296-33
tables.

These codes

can be placed in
part B, blocks
40-44. These codes
are used for TPMIS
reporting purposes
only.

Military grade may
be reflected in the
remarks section.

- NGB TECHNICIAN PERSONNEL PUBLICATION 1
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1 October 1988

Figure 3-3(ADDED). Agen:y Use of Codes 900 through 999

a. The following pe

SF 52/SF 50.

Documentati|i

reported to TPMIS.

902 -

903
904

905

906

907

Change in
Detail - N
Extension

Terminatio

LWOP - NTE

RTD - LWOP

b. The following co
reported to TPMIS using

authority.
900

910 -

912 -

914 -

916

Change in
other pers

Denial of

Reassignme

Extension

Table 18-C,

Terminatio

Table 14-H,

NOTE: The 900 code can
not require the issuance

) BE FILED WITH FPM SUPPLEMENT 296-33
TPR 296-33

rsonnel actions and codes may be documented by issuing an
ion is not mandatory. These actions and codes are not

TTechnician Position Title (List form is authorized)
[E (date).
f Detail - NTE (date) - To be used to extend 903 actions.

1 of Detail - To be used to terminate 903 or 904 actions.

(date) - Use to document LWOP from 1 hour up to and
including 30 calendar days.

- Use to return technician from 906 actions.
les require issuance of an SF 50 or list form. They are

/8K as the authority code and 32 USC 709 as the B

Position Description Control Number - To be used when no
»nnel action takes place.

Within Grade Increase - Follow procedures outlined in
Table 17-C| '

1t-NTE - Follow procedures outlined in Table 14-H.

f Reassignment-NTE - Follow procedures outlined in
1 of Reassignment-NTE - Follow procedures outlined in

11so be used to change various TPMIS data elements that do
of an SF 50.

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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1 October 1988

Figure 3-4(ADDED). Position

a. Military technicians
security. However, the SPMO
possesses the level of - securi
duties. Normally, the securi
duties will be the same as th
assignment. The position sen
level of security clearance d

b. Competitive techmnicia
Force civilian employees for
with the State security manag
clearance (the supervisor ind
52). The position sensitivit
of checks that must be comple

c. Position senstive cod

Army National Guard

Nonsensitive

Noncritical Sensitive
(Secret or Confidential acces

Critical Sensitive
(Top Secret access)

Air National Guard

Nonsensitive

Noncritical Sensitive
(Secret or Confidential Acces

Critical Sensitive
(Top Secret Access)

NGB T

FILED WITH FPM SUPPLEMENT 296-33

TPR 296-33

Sensitivity

are considered military members for all purposes. of
is reponsible for assuring that the individual

ty clearance necessary to perform his/her technician
ty clearance required for performance of technician
at required for his/her compatible military
sitivity code for military technicians indicates the
ocumented on the SF 52 by the supervisor.

ns are considered Department of the Army or the Air
all purposes of security. The SPMO, in conjunction
er, determines the need for an NACI and security
icates the level of security clearance on the SF

y code for competitive technicians indicate the type
ted and the level of security clearance needed.

2s are:

Block 3 should read

3
2

Block 3 should read

NonSens
Non-Critsens
5)
Crit-Sens
ECHNICIAN PERSONNBL PUBLICATION 1
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Subchapter 4. Notificat

Figure 4-3. Imnstructior

October 1988

Personnel A

O BE FILED WITH FPM SUPPLEMENT 296-33

TPR 296-33
ion of Personnel Action

s for Filling in Standard Form (SF) 50, Notlflcatlon of
ction

Block When to , How to

No. (See Note 2) Complete Complete

23 Veteran Preference Enter "N/A"

45 Remarks Enter remarks shown in
PART F of SF 52.
The numeric authority
codes may be entered here
or in blocks 40-44.

46 Employing Department Complete on Enter Department of the

or Agency

all actions. ' Army or Department of the
Air Force as appropriate.

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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¢ ) 1 October 1988 | TPR 296-33

Figure 4-5. Instructions for Filling in Part B of SF 50-A, Notice of
Short-Term Emplcdyment :

Block When to How to

No. - (See Note 2) ‘ Complete Complete

18 Veteran Preference Enter ''N/A"

41 Remarks ‘ The numeric auth code(s)

are to be recorded in the
remarks block of the

SF 50-A. These codes are
for TPMIS reporting pur-
poses.

Military grade may be
reflected in the remarks

section.
44 Name of Employing | ' : Enter Department of the
Department or Agency Army or Department of the

Air Force, as appropriate.

O

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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1 Ocotber 1988
Subchapter 5. Forms

S5-2, Instructions for (
S5-2.6 Appointment Affid

a. The SF 61 is requ
It is not required if an
as part of the SF 50-A.
renewal of the SF 61 is 1
following personnel are,
the SF 61: (1) The SPMO
appointment actions, (2)
activities whose duties i

certain personnel actions|.

the oath. Because of the
should be administered ir
administering the oath ai
raised having the technic
administering it or (2) ¢
can impress upon the tecl
and a pledge of loyalty t
technician indicates that

b. (2) The use of ¢
S$5-3. Preappointment and

The "National Guard Techr
has been designed for thi

N(

BE FILED WITH FPM SUPPLEMENT 296-33
TPR 296-33

)btaining and Preparing Forms
lavits (SF 61) and Declaration of Appointee (SF 61B)

lired for temporary as well as permanent appointment.
SF 50-A is used to process the action (oath is included
When moving among DOD military departments or agencies,
ot required as long as service is continuous. The
as local conditions dictate, designated to administer
staff members who are responsible for processing
Individuals at geographically separated worksites or
nclude intermittent responsibility for processing

Each SPMO should establish a method of administering
serious undertaking the oath of office represents, it
a dignified setting. Suggested methods for
e (1) have all participants stand with right hands
ian orally repeat the oath after the person
uring in-processing, the person administering the oath
{nician that the oath brings with it solemn obligations
o

the United States; the oath is to be signed once the
he/she has read and understands the oath.

F 61B for military technicians is optional.
Appointment Packages

lician Personnel Employment Record" folder NGB Form 296,
s purpose.

B TECHNICIAN PERSONNEL PUBLICATION 1




TO BE F|[LED WITH FPM SUPPLEMENT 296-33

( ) 1 October 1988 | TPR 296-33

Subchapter 9. Career and Caireer-Conditional Appointments

S9-3(ADDED). National Guard|Technicians Employed in the Competitive
Service C

Whenever an individual is bejng employed as a permanent competitive
technician, the SF 50, wheth¢r it is by appointment, transfer, conversion,
reinstatement, etc., must coﬂtain 32 USC 709 with V8K as the authority code.
This is in addition to those | required by OPM. With the exception of actions
requiring an SF 59, V8K will be the last authority code cited. See table 9-J,
Remark 62(ADDED) for the required remark.

< \) NGB TECHNICIAN PERSONNEL PUBLICATION 1
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L]

Subchapter 10. Nonstatus Appointments in the Competitive Service

S10-3. Imstructions.

The SF 50 which documents ncnstatus appointments in the competitive service must
contain 32 USC 709 with V8K as the authority code. This is in addition to those
required by OPM. With the exception of actions requiring an SF 59, V8K will be

the last authority code cited.

In rules 3, 5 and 6, table 10-D, Temporary Appointment Pending Establishment of
a Register, an SF 59 (ABM) is required and must be entered on the personnel
action and submitted to TPMIS.

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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1 Octcober 1988 - TPR 296-33

Subchapter 11. Excepted Service Appointments

S11-4(ADDED). National Guard Technicians Employed in the Excepted
Service ’

Whenever an individual is being employed as a permanent excepted technician, the
SF 50, whether it is by appointment, transfer, conversion, reinstatement, etc.,
must contain 32 USC 709 with V8K as the authority code. In addition to those
required by OPM, V8K will be the last authority code cited. See table 11-D,
Remark 72(ADDED) for the recuired remark.

NGB TECHNICIAN PERSONNEL PUBLICATION 1
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TPR 296-33
1 October 1988

Subchapter 14. Promotions, Changes to Lower Grade, Reassignments, Position
Changes and Details ’

S14-2. Definitions,

b. Promotion. Use the following criteria to determine whether a
promotion has occurred. -

(1) When the change is from a lower to a higher grade within the same
pay schedule (GM, GS, WG, WL, WS), the action is a Promotion.

(2) When the changs is from the General Schedule (GS) to the Federal
Wage System (FWS) or from one pay schedule to another within the
FWS (WG to WL, WS to WG, etc.), compare the representative rates
of both positions. If the representative rate of the new position
is higher, the action is a Promotion.

Representative rates: GS = step 4, FWS = step 2.

(3) (ADDED) When the change is from an FWS position to a GS position,
use the maximun payable rate rules as stated in 5 CFR 531.203c.
If the new rat= exceeds the old, the action is a Promotion.

d. Change to Lower Grale. Use the following criteria to determine whether
a change to lower grade has occurred. :

(1) When the chang> is from a higher to a lower grade within the same

pay schedule (M, GS, WG, WL, WS), the action is a Change to Lower
Grade.

(2) When the chang: is from a GS position to an FWS position or from
one pay schedule to another within the FWS (WG to WL, WS to WG,
etc.), compare the representative rates of both positions. If the
representative rate of the new position is lower, the action is a
Change to Lower Grade.

(3) (ADDED) When tie change is from an FWS position to a GS position,
use the maximun payable rate rule as stated in 5 CFR 531.203c to

set pay. If tie new rate is less than the old, the action is a
Change to Lower Grade.

i(ADDED). Reassignment NTE - A reassignment made on a temporary or time-
limited basis.

NGB T3CHNICIAN PERSONNEL PUBLICATION 1
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